HESOLUTION NO. 26i

& HESOLUTION AMENDING ‘it
EMPLOYEE CLASSIFICATION PLAN

HESOLVEU, by the City Council of the City or Lodi, that ths
report of Cooperative Perscunnel Services, State of Callirornilu
Personnel Board, entitled "City of Lodi, Position Classification
Survey, December, 1956," adopted by the City Council of the City
of Lodi by passage of Resolution No. 1990, be and the same IS
hereby amended. as follows:

1. The following classifications are nersby abolished:

a. Egglaeeriog Alde
b. Line Feremswu

2. Tne job specirlcations ror the Tullowlug classiricuilions
are hervby revised In accordance with the specifications
dated March 1963 attached hereto and made = part hereof:

w. Bogineering Assistant
b. Stenographer Clerk 11

Jo Yoo foliowing classifications ure bereby sdupted ana Lhe
Job specifications therefor dated March 1963 are attached
hereto and made a part hereof:

a. EIe(_:tric_Mete;' Repairman~Inspector
b. Engineering Aide |
c. Engineering Aide II
d. General Foreman, Utilitios
e. Line Foreman, Heuvy
. Line Foreman, Light
g. Stenugrapher Clerk 1il
La L 4 L°C L;i, 1963
1 ety cerllily toaet Hesolullon No. CULL wus pussed

aud adopted by tue City Council of the Ciiy o1 Lodi
in regular meeting held March 6, 1963, by the follow-

ing vote:

AYES: Councld luen - BROWN, CULBERISON, DUW, ULLMuNN
and KATZAKIAN

w‘t,;)‘; \J\JI»LA;\.—; LIMGIL ~ 'l‘}UNJ‘A

BSENT: Councilmen - NONE

o { o &4 'Q[‘*:n

S
/

City Clerk
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EZNCIWEERING ASSISTANT

DEFINITION :

Under general supervision, to perform subprofessional
engineering office and field work, involving drafting, con-
struction inspection, traffic studies, engineering estimations

and some surveying; and to do related work as required.

DESFIEGUISHING CHARACTERISTICS:

Employees in this class normally perform subprofessional
Engineering work in the office or in the field, doing skilled
drafting and making compiex engineering estimates, preparing
detailec studies of traffic problems, making field inspections
of new construction work to determine conformance to specifi-
cations, or assisting a survey crew on an emergency basis.
Incumbents in this class perform work of a degree of skill and
judgment well above the next lower class of Engineering Aide II.

TYPICAL DUTIES:

Makes traffic studies for installation of traffic signals,
stop signs, speed limit signs, crosswalks and other traffic
installations; makes traffic studies of high accident areas;
prepares psrking lot and driveway diagrams and supervises lay-
out and painting of sane; uses drafting instruments and other
engineering aids in the office to perform the computing and
drafting operation involve6 in checking and reducing field and
survey notes; calculates distances, ties, angles, areas,
stations, traverses, enclosures; computes grades and profiles;
lays out, draws, inks, traces, checks and keeps maps up to date;
makes rough lay outs, tracings, and title sheets required for
office contract work; inspects engineering construction projects
to insure compliance with approved specifications; does compli-
cated subprofessional engineering studies for engineering proj-
ects that involve considerable independent collection ang
analysis of data; acts as survey party chief on an emergency
basis; provides the general publie With information on a variety
of engineering subjects.

DESIRABLE QUALIFICATICNS:

Baucation and Experience: Eguivalent to graduation from high
school including or supplemented by standard courses in algebra,
geometry, mechanical drawing, and two years of subprofessional
engineering experience at a level equivalent to Engineering
Aide II in the City of Lodi. (College education with speciali-
zation in engineering, including courses in mathematics,
engineering drawing, and surveying may be substituted for the
required experience on a year-for-year basis.)




INGIRERBRING ASSISTANT ww 2

Knowledges and Abilities: Thorough knowledge of algebra,
geomeiry and trigonometry, with applications to engineering;
Wide knowledge of survey and drafting procedure and equipment;
Working knowledge of traffic survey methods and procedures;
Ability to prepare maps, drawings, and lay cuts from notes and
sketches;

Avility to nake accurate engineering computations;

Ability to inspect street and structural construction projects,
to determine compliance with approved specifications and plans;
Ability to interpret laws, rules and regulations;

Ability to follow oral and written directions;

Ability to prepare clear and accurate notes and reports;
Ability to establish and maintain cooperative working relation-
sehips with the public and other City employees,
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STENOGRAPEER CLERK IZ

DEFINITION:

Under supervision, to take and transcribe dictation; to do
general typing and clerical work of average difficulty! and to
do related work as required.

DISTINGUIGHING CHARACTERISTICS:

Fositions in this class may be distinguished from those in
the next iower class, Stenographer Clerk I, in that the variety
of work performed is greater, public and inter-agency contact
may be frequent and require the answering of routine questions
and the malki of statements regarding departmental policy.

There is also scwme use of independent judgment and discretion in
the perfermsnce of the work which is seldom required of positions
in the lower class.

Fositions in this class differ from the next higher class,
Stenographer Clerk 111, in that the level of difficulty and
complexiiy o«f the work performed by the Stenographer Clerk II is
not as great. The use of independent judgment and interpretative
ability is confined within a previously established frame work.

TYPICAL DUTIES:

Takes and transcribes dictation of corresponaence, memocrands,
reports end other material; types frowm rough draft copy or
dictating mechine records, reports, letters, payrolls, bills,
vouchers, wsrrants, anc requisitions invoiving the use of some
independent judgment; composes and types routine letters; checks
and reviews a variety of dats for completion and conformance with
established regulations and procedures; greets callers, answers
tsiephones, gives information, makes appointments for staff;
answers inquiries about departmental standards and procedures;
collects and accounts €or funds; posts and makes entries in
account books cr other reccras; maintains mailing lists, files,

card dndexesy keeps time reports snd prepares payrolls;
operates varied office equipment.

DESIRABLE QUALIFICATIONS:

Education and Experience: Eguivalent to graduation from
high school znd one year of experience in stenography, typing and
general clerical work.

Knowledges and Abilities: Knowledge of basic elements of
good English usage, speliling and arithmetic;
Knowledge of modern office methods and equipment;
Ability to perform routine clerical work including the ability
to spell correctly, use good English, and make arithmetical
computations;
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Ability to follow oral and written directions;

Ability to work cooperatively with others;

Ability to analyze situations accurately and adopt an effective
course of action;

Ability to perform assigned duties without close supervision;
Ability to take dictation at a rate of not less than 100 words
a minute and transcribe 1t accurately;

Ability to type at a speed of not less than 45 words a minute
from clear, legitle copy;

Ahility tc¢ type zeccocurately from dictating machine records.
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ELBECTRIC METER REPAIRMAN - INSPECTOR

DEFINITION:

Under general supervision, to perform skilled work in the
maintenance and repair of electric meters; to inspect new and
old service connections for location, wire size, and voltage
and amperage capacity of switches; to perform wiring of munici-
pal buildings; and to do related work as required.

TYPICAL DUTIES:

Ferforms shop and field tests on eiectric meters; repairs
end rebuilds meters as necessary; installs and mounts electric
meterse and current and petential coils including the wiring of
these units; performs routine field checks of meters, checking
operation an6 setting timing when necessary to insure proper
operation; determines types of meters and necessary related
material for the installation of a metering service; investigates
customer compleints and corrects situation when necessary;
inspects new construction for cenformance to electric codes;
performs wiring of electric installations on municipal buildings.

DESIRABLE QUALIFICATIONS:

Education and Experience: Either (1) education equivalent
to that represented by completion of the twelfth grade and attain-
ment of journeyman Lineman status through full helper and appren-
tice training (usuelly 30 months of experience), ¢r (2) some
egrivalent ccmbination of education and similar experience.

Krowledges and Abilities: Thorough knowledge of various
electric meters, their operation and the methods and equipment
used in their testing and repair;
working knowledage of the principies of electrical theory as
applied to circuits and wiring systems;

Working knewledge of applicable electrical codes;

Knowledge of the necessary preceutions to be taken in working
with high veltage lines;

Ability to keep records;

Ability to follow oral and written directions;

Ability to deal tactfully and courteously with the general
public.
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ENGINEERING_AIDE 1
DEFINITION:

Under close supervision, to do rodding and chaining on a
survey party and a variety of additional subprofessional
engineering work; and to do related work as required.

DISTIHGUISHING CHARACTERISTICS:

The work of positions in this class is normally assigned
in detail and i: reviewed or checked in detail upon completion.
Employees are expected to raise questions or ask for help as
new or unusual rrcrliems arise. lccumbents in this class perform
work of a degree of skill and judgment below the next higher
clsssg of Engineering Aide 1I.

IYPICAL, DUPIES:

Works asS rodman Or cheinman on land and construction sur-
veyings; does simple level work; gathers field samples of con-
struction materials for testing; makes simple arithmetical
ceiculations, including recording data and occasionally checking
and pilotting simple level, cross section and stadia notes; may
make simple censtruction drawings or tracings; may operate
blueprint machine and develop prints; may take traffic counts
and zesist in traffiec surveyes znd related projects.

RABLE QUALIFICATIONS:

Education_and Experience: Equivalent to graduation from
high school, ineluding or suprlemented by standard courses in

algebra, gecuwetry, =nd mechanical drawing.

Erovwledges snd Abilities: General knowledge of the princi-
pies of slgebra, gecmetry, and mechanical drawing:
Ability to do subnrefessional office and field engineering work;
Ability to foliow oral and written directions;
Ability to get aiong well with others.
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DEFINITION:

Under supervision, to perform subprofessional engineering
office and field work; to act as instrument man and working
chief of a small survey party; to perform simple types of con-
struction inspection: t0 do semi-skilled to skilled drafting
work; to do subrrofessionsl engineering office work: and to do
related work as required.

DISPINCUISHING CHARACTERISTICS:

Employees in this class normally perform subprofessional
engineering work in the office or in the field. In the office,
employvee in this class performs responsible technical com~
puting and arafting operations. The drafting work can be semi-

skilled or skilled, requiring independent judgment of the
incumbeni. In the field, an employee in this class acts as the
instrument rzn and working chief of a small survey party.
lncumbents in this class perform work of a degree of skill and
ment weii above the next lower class of Engineering Aide 1,

but below the ievel of sgkill and Judclgment required of the next
nocher class cf Engineering Assistant.

™RIcCAL DUTIES:-

Cnerates transits and leveis in the conduct of a variety of
preliminary Jccation, construction, property, and cther survey
wcrk; determines lines, angles, distances, elevations, and keeps
field notes of readings and observasticns; may work independently
with rodmen and cheinman in the observation, computing and
recording of field data; cleans znd adjusts survey instruments;
makes fielé counts in traffic surveys; maintains records of
amounts ¢f wmaterisl and equipment used on engineering constructioi.

b jecte: uzes crafting instruments and other engineering aids
in the office to perform the c¢computing and arafting operation
ved in ehecking and reducing field sné survey notes, draft.
ing naps, drawings, tracings, and profiies from office data;
calculates éistances, ties, angles, areas, stations, traverses,
enclosures; computes grades and profiles; acts as data collector
for engineering projects; operates a variety of office machines
calculate engineering quantities.

DESIRABLE QUALIFICATIONS:

Education and Experience: Gguivalent to graduation from
high school including or supplemented by standard courses in
aigebra, gecmetry, mechanical arawing, and one year of sub-
profsssionai engineering experience at a level equivalent to
Engineering 4ide | in the City of Ledi. (College education with
srecialization in engineering, including courses in mathematics,
engineering drawing, and surveying may be substituted for the
required experience on a year-for-year basis.)
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¥Frrowledeges and 4ibilities: Werking knowledge of the elemen-
tary principles of aigebra, geometry, and trigonometry;
Knowledge 0f drafting methods and equipment;
Ability to do drafting and routine, subprofessional office and
field engineering work;
Ability to follow oral and wriiten direcctions:
Ability to get slong well with others.
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GEHERAL FOREMAN, UTILITIES

DEF I AT IOW -

Jngder direction, to have responsibility for all City
electrical crews engaged in a variety of line and underground
construction, maintenance and repair work; and to do reisasted
work as required.

TYPICAL DUTIES:

Assigns work orders to Line Foremen, Xeavy, and Line
Foeremen, Light, FOr perticulzr tasks such as setting and
removing poles; stringing and rewoving wires; hanging trans-
fermers, installing underground conduits and manholes for power,
street lights, =nd traffic signals; assigns men t0 crews; checks
guantity and guality of the work performed and sees that it is
according to plens and syecifications; observes that sub-
- tes observe proper safety preczutions; coordinates materi-
els =nd personnel For new work proiectics; is responsible for

tenznce Of pumps end sub-station; zssists in gathering
information for btudget purposes; keeps detailed inventory of
meterials oOn hands handles difficult public relations matters
such as compiaints.

pESIRABLE QUALIFICATIOWS:

¢ EBguivalent to graduation from
experience as a journeyman lineman

Tduecation and Experienc
high school zng five years o

[
"‘.
E

avovey, at l1east one year of which =ust have been at a level
eguivalent with Line Foreman, lcavy, 0n the City of Lodi.
rowledges end Abilities: Thorough knowledge of the con-
struction and meiniensnce Of high =znd low volitage lines, tools
and materials commenly used. In line work;

Thorough knowledge of the principles cf electrical theory and
their broad application;g

Thcerough knowledge of the pertinent lawe, codes, and safety
ruies covering electrical construction work;

Thorough knowleage of the installation of electric meters;
Ability to plan, oTgenize and supervise the day-to-day field
activities of line crews;

Ability to assist INn determining the electrical needs of the
Ciiy and in planning major electrical installations;

Ability to masintain work and operational records and to prepare
technical reports;

Ability to establish cooperetive working relationships with
employees, contractors, and the general public.
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DEFINITION:

Under direction, t0 supervise a line crew in the more
difficult construction and maintenance of overhead transmission
end distribution lines; and to dc related work as required.

TYFICAL DUTIES

Directs and participatecs in the more difficult work of a
line crew in the corsiruction OF pole lines; removal of poleg
end light standarée: stringing of overhead wires and cables:
changing circuits and trznsferring services; installing trans-

forwmer end circuit regulators or control devices, poles, cross-
end related eguiirent; pleans and superV|ses the training

of hpprentice linemen and groundmen to insure that all work Is

dcne in a safe manner znd in sccordance with safety orders;

es lirnes throughout the City for unsafe conditiorns,
¢ "ting to the General Fereman t0o heve eppropriate steps taken
{cr necessary corrections; and gupervises a line crew doing large
end heavy installiszticn cor renovai of electric lines requiring

sizz or more mern in the crew with related heavy equipment.

DESIRABLL QUALITICATIONS

Education ané¢ Experience: Eguivaient toO graduation frox
high school and five years cf experience as a journeyman line-

snd above, at ieasi one vezr Oof which must have been at g
ievel equivalent with Line Poreman, Lighi, in the City of Lodi.
Inowledges znd Abilities: Thorough knowledge of the cor-

struct;cn and malntenance of high and 1ow voltage lines, tools
and materials commonity used in line work;
Thercugh knowledge of the »recauntions necessary in working on

' vol tage electric lines;
¥iTe knowledge cf the pertinent lzawe, codes znd safety orders
ocuer:ng electricel construction work

ng knowledge of electrical theory and genersl principles

of rublie works construction;
Ability to organize, and supervise the work of others, and to
develop training programs;
Ability to meet the public and to establish cooperative working
relztionships;
£bility to keep simpie time and material records.
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LINE FOREMAFa. LIGHT
DEFINIPION:

Under direction, to supervise a line crew in the con-
struction end maintenance of overhead transmission and distri-
bution lines; and to do related work as required.

TYPICAL DUTIES:

Directs and participates in the construction and maintenance
cf overhead distribution lines, such as one or two pole line

extensions; instalis end removes singie transformers and their
related. eguipment: installs, maintains anéd renoves electrical
undergrcunds for 211 voltages to include potheads and splices
for substation and overhead line construction and maintenance;
dees all necessary subststion construction and maintenance within
electric utiiities eystem; installs and maintains street
light syetems and their related equipment, traffic signal systems,
&G p switchgear: supervises splicing of 15 kv cable; ana

performe any other small jebs reguiring up to a five-man crew.

BFOTRABLE QUALIFICATIONS:

1C € Equivalent to graduation from
ﬂf ¢xperience as a journeyman lineman.

ucation and IxXperien

high school and four year

knowledges and Abilities: Thorcugh knowledge of the con-
structien and maintenance of high and iow voltage lines, tools
arn¢ materials commonly used in line work
Thorcugh knowledge of the precautions necessary in working on
high voliage electric lines;
Wide knowledge of the pertinent laws, c¢odes and safety orders
coverlng electricel construction Work

i knowledge of eiectrical theory and general principles of
pubhc works construction;
Ability 1o supervise the work of others;
Ability to meet the puhiic end to estavlieh cooperative working
relationships;g
Ability to keep eimpie time and material records.
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STENOGRAPHER CLERK I13
DEFINI"ToX:

Under direction, t0o take and transcribe dictation; to do
typing and cierical work of a difficult, varied and specialized
nsture; to assign and check the work of a small clerical staff;
and to do related work as required.

31S71K§GUISHING CHARACTERISTICS:

Foeitione in this ciass ordinarily involve supervisory
responsibilities. Those which do not may be distinguished fronm
pesitions in the next lower ciass, Stenographer Clerk II, in that
the level of difficulty and complexity of work performed is
grester., Positions in this cless also require frequent use of a
high degree of independent judgment and interpretative ability,
s contrasted t0 relstively strict adherence to regularly pre-
scribed procedures and methods.

TYPICAL DUTIES:

Takes and transcribes dictation and types a variety of docu-

ments, technical =znd statistical reports, data for publication
snd cother material where knowledge of fermst and presentation is
cary: sngwers correspondence independently; reviews and

checks documents, records and forms for socuracy, completeness
and conformance to applicable rules end regulations; posts a wide
assortmwent of information to records «nere selection IS based on
vse and purpcege of the records; collects and selects information
compilese data from a number of sources €or incorporation into
special end periodic reports; arrangege committee meetings and
records and writes minutes of meetings; interviews visitors, and
gives out infermgtion over the counter or telephone where judg-
men;, knowledge and interpretation of departimental procedures
regulations are necessary; seis up, revises and supervises
the maintenance of filing systems; assigns and reviews the work
of eleriegl 2teff: maintains gmooth work flow and snswers
cuectiong requiring the interpretation of ruies and regulations
in problem ceses; composes and types letters on various matters.

BEITRABLE QUALIFICATIORS:

Education and EBExperience: Equivalent to graduation from
high school and three years of inecrezsingly responsible clerical
znd sienogrephic experience, one year of which shall have pre-
ferably been in the particulsr department to which assigned.

Xnowledges and Abilities: Knowledge of the operations,
procedures, specific ruies and precedents of the particular
depertment to which agssigned, tbgether with the ability to apply
them with good judgment in a variety of cases;

Knowledge of modern office methods, appliances and practices;
knowledge of business English, including vocabulary, correct
grammatical usage, spelling, and punctuaticn;
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Ability to perform difficult and responsible clerical work with
speed and accuracy;

Ability to analyze situations and make decisions in procedural
matters without immediate supervision;

Ability to think and act quickly under pressure;

Ability to prepare an2 maintain accurate and complete records and
reports;

Ability to meke srithmeticail calculations with speed and accuracy,;
£bility to work tactfulliy, effectively, and courteously with
pecple contacted in the course of the work;

Ability to take dictetion at a speed of not less than 110 words

a minute and transcribe it accurately;

Ability 1o type &t a speed of not less then 50 words a minute
from clear, legible copy.



